RECORDS RETENTION AND DISPOSAL SCHEDULE

DEPARTMENT OF GENERAL SERVICES

Schedule No. C?éé

RECORDS MANAGEMENT DIVISION

Page 1 of 2

Agency

Washington County

Division/Unit
Finance/Gaming Commission

1 Item N_o

Description

Retention

1

Charitable donation files

-contains but not limited to: request for funding,
correspondence, listing of budget items; tax exempt reports,
annual reports, officers/board members name and address

Administrative hearing files

Hearings involve violations to the rules and regulations of the
Gaming Commission. Parties involved include: Operators;
Wholesalers; Washington County and Administrative Hearing
Judges.

Operators files - taverns, schools, tip jars

-contains but not limited to: applications, applications for
renewal, prior record affidavit, copy of alcohol beverage
license, correspondence, monthly quarterly reports

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.

Screen annually. Destroy
material having no further
administrative, fiscal, legal or
operational value. Retain
permanently any material that
serves to document the origin,
development and
accomplishments of the
department. Transfer
periodically to the Maryland
Archives.

Retain for five (5) years and
until all audit requirements have
been fulfilled, then destroy

Approved by Department, Agency or Division Representative

June 21,.1999
Date ’ Date
Signature : SQN \_EM
Type Name Joni L. Bittner

Title

County Clerk

Schedule Authorized by State Archivist

rjuL 2 0 1999

Signatureﬂw"[c’ /M}
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Item No

Description

Retention

3a

3b

3¢

Club files: tip jars: see operator files; also includes reports of
direct contributions made by clubs, adding machine tapes

Fire dept - tip jars; see operator files

Wholesalers - tip jars

-contains but not limited to: wholesalers tip jar license
applications, renewal applications, license bond.
Correspondence, real and personal property tax clearance
certification, incorporation certification, license, prior record
affidavit

Temporary tip jar - applications/licenses

-contains but not limited to: temporary operator’s license
applications, application for renewal, prior record affidavit,
application statement, correspondence, licensee report,
quarterly reports '

Blank forms: various forms used by the gaming commission

(Items 3a, 3b, 3c use the

retention period as stated in item
3)

Retain until updated or
superseded, then destroy
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1. DEPARTMENTIAGENCY ’ 2. OMSIM — 3. UNIT .
Y Cp. ETW00E. | it (oMo

DEFINITION - Records Series - A gioup of related records normally filed snd used as s dnit for reference ¢ well as retenton andl disposition purposes.

4. RECORD SERIES TITLE : , / 4Dp/(7 ) 5. BARLIEST YEAR | LATETEST YEAR
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7. RECORD SERIES FORMAT (S} 8. RECORD 24(155 SEQ{JENCE 3. VOLUME
O File Orawer(s)
O Letter Size O Microfiim T Afphabelical O Miciofiim Resgt (s)
© Computer Tape !3)
O Legal Size g Compuier Tape O Numerical o Olher (Specify)
© Bound Bock O Floppy Disk & Chronsigical ’ Nymber
o Audio Tape O Video Tepe ) T Geographicat 10. ANNUAL AGCUMULATION
D Filg Drawe: (3)
COther {Specity} o Other (Spacy) S Mereliint Ree {s)
; O Computer Tape(s)
O Othet (Spezify)
Number
11. FILE IS USED 12. FILE BECOMES IRACTIVE AFTER
o Daily O Weely U Monihly O Month(s) o Year(s)
Number
13. CURRENT LQCATION() (Bidg., Fioor, Rogm 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes. specify agancy ot office)
3
LB ZEP PRy = 0ol JF s .
O Yes : G No
15. ACCESS RESTRICTIONS {If yes, <ite low(s) & reguitionts) | 16. AUDIT REQWREMENTS
O Yes D Ne O None o éme O Fedesl O independent
17. 1S AN INDEX SYSTEM USED? (if yes. expigin briefly and 18. RECOMMENDED RETENTION ’
describe any hardware/sollware) . d" e -
O Yes o No Wﬁ W/’ZL / : g/y// ﬂ/{/
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE

ii

MR CGA4 Pairad 100




f 7%//?4/53- BTeh /5:/77/{ |



INSTRUCTIONS ~ YYPE OR PRINT A SEPARATE FORM FOR EACH NEW DEPARTMENT OF GENEhAL SERVICES
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1. DEPARTMENT/AGENCY ' 2. OVISION
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DEFINITION - Recordu Sericn - A gioup of related recerds normally flled and used st s unit for reference as well as tetenton s disposition purposes.

4. RECORD SERIES TITLE //;( /7/;;/7///‘; = /% 5. EARLIEST YEAR [ LATETEST YEAR
) 10
e,

6. RECORD SERIES DESCRIPTION ( Brefiy cescrde the lypes of informationdocumenis/orms found in the Series. Include ihe purpose of functian of Ine Seres)

7. RECORD SERIES FORMAT(S) 8. RECOARD SERIES SEQUENCE 9. VOLUME
O File Drawer(s!
O Letlter Size O Microfilm 0 Alphabetcal a Mgcrofilm Reet (s)
@ Comouter Tape /5)
O Legai Size o Compuier Yape G Numerical O Other (SPCIY) e
O Bound Bock O Flioppy Disk G Chronologies! Nymber
O Audio Tape o Video Tape ‘ o Geographica) 10. ANNUAL ACCUMULATION
O File Drawer (3)
OOther{Specly) ____ © Other (Specify) « O Merefiim Ree (s)
O Computer Tape(s)
O Other (Specify)
Number
1. FILE 1S YSED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly G Monthly O Month(s) C  Yeails)
Number
13. CURRENT Locmoyy‘ (Bldg., Floor, Rogm) 14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (f yes specify egency or office)
Co. oFPRLIds - oo
O Yes G No

15. ACCESS RESTRICTIONS {If yes, cite law(s) & regulation(s) 16. AUDIT REQUIREMENTS

O Yes D No o None O Stale O Federal 0 independent

17. 1S AN INDEX SYSTEM USED? (If yes explain brielly and 18. RECOMMENDED RETENTION
desuibe any hardware/seliware)

- s Fener=l R SR,

15. NAME AND N7LE OF PREPARER 20. TELEPHONE NUMBER . DATE
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DEFINITION - Records Series - A group of related rocsrds normally filed tnd ua’a as & unit for reference as well a8 tetention end &isposition purposes.
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6. RECORD SERIES DESCRIPTION ( Briefly descride the types of infarmation/dscumentssiorms found in the Senes Include the purpose /uncuor of {he Series) (//
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8. RECOR/ERIES SEQUENCE 9. VOLUME Eﬁqe’(s)
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7. RECORD SERIES FORMAT(S)

O’@ Size O Miciofiim habetical : O Microfim Rest {5)
© Computer Tape 5}

O Legal Size a Compuier Tape P Numeical ;Z g Olher (Specify)

O Bound Beck O Floppy Disk © Chronsiogics! Number OLJ g F;

O Audo Tapg O Video Tape . [=4 Geograpw 10. ANNUAL ACCUMULATIOR

O File Drawer {3)
O Other (Specily} o Other (Spaciy) O Mercfilm Ree! {s)

O Computer Tape(s)
l” 7/7/¢?P sy O Othes (Specify)

Number
11. FILE IS USED 12. FILE BECOMES INACTIVE AFTER
o Daily O Weekly T Monthly O Month(s} T Yeat(s)
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16. ACCESS RESTRICTIONS (If yes, Zite law{s) & regulation(s) 16. AVDIT REQUIREMENTS

T Yes 8 No O None o Sk D Feders s} ?ndependent
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19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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2. DVISION
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DEFINITION - Records Series - A group of related recerds normally filed and used as a unit fur reterence du well as tetention t( d disposition purposes.

4. RECORD BERIES TITLE
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7. RECORD SERIES FORMAT(S) 8. RECORD SERIES SEQUENCE s voumE "
/ o~ File Drawer(s!
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© Compuler Tape /3)
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16. ACCESS RESTRICTIONS (If yes, cite law(s) & reguiation(s)
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16. AUDIT REQWREMENTS
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7. 1S AN INDEX SYSTEM USED? (If yes. explan briglly and 18. RECOMMENDED RETENTION
describe any hardware/sollware) :
o Yes O No
18. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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DEFINITION - Recordy Seriew - A group of relsted recerds normally filed snd used as s unit for ceference 4s well as tetention and

sposition purposaes.

4. RECORD BERIES TITLE
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6. RECORD 1ERIES OESCRIPTION ( Briefly dascrde the types of intoymation'documents/iorms found in the Series. Inciude the pwipose of functian of (he Seres)

see operzyor fzs/

7. k:::yz/osaves FORMAT(S)
etter Size

8. RECORD SERIES SEQUENCE 9. VOLUME /
Tile Drawer(s)
] habetical

O Mictofiim O Microfim Reet {s)
© Computer Tape /s)
O Legal Size O Compuier Tape G Numerical o Other (Specify} s
O Bound Beck O Floppy Disk & Chronologics! Nymber C% ﬁ:—
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14, 1S RECORD SER!ES DUPLICATED ELSEWHERE? (If yes. specify agency ot office)

o Yes : ¢ No

16. ACCESS RESTRICTIONS (If yes, cite law(s) § regulation(s)

O Yes ]

16. AUDIT REQUIREMENTS
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17. 15 AN INDEX SYSTEM USED? (I yes. expiain briefly and 18. RECOMMENDED RETENTION
describe any hardware/soltware)
G Yes O No
19. NAME AND TITLE OF PREPARER 20. TELEPHONE NUMBER 21. DATE
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17. 1S AN INDEX SYSTEM USED? (If yes, explain briefly and 18, RECOMMENDED RETENTION
describe any herdwere/sofiware)

O Yes g No

19. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMBER ' 21. DATE
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RECORDS MANAGEMENT DIVISION
7275 WATERLOO ROAD
P.C. BOX 275 - JESSUP, MARYLAND 20784
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DEFINITION - Records Seriee - A gioup of reluted recerds normally Rled snd used as s unit fur reference as well a8 tetention td/di-pomson purposes.
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6. RECORD SERIES DESCRIPTION ( Briefly ascr.be the types of information/dscumentsiorms found in t‘w Senm Inciude the puvposo of funcudn of (he Seres)

ConTz/005, b7 2T A1) 7Ed T2 =
bperz 7—/‘ 5 Llcewse
For Rewptroz/ » Prior
WpplieZ] on> STZ]emrr
[l CE KOS e /{e)@ﬁi"‘r" C)?Zf

gk

/f,mpg/-zf
//CZ// DIS =

Record = é/«ﬂ//f
@,,,)/ épr‘/"c’:

/4/2,7_—/"’/7 /f’@pZ?/‘T r

ez

p/aJ e

3 Wm&
Letter Size O Microfiim

8. RECORD SERIES SEQUENCE
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¢ Drawer(s)
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¢ Computer Tape i5)
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14 IS RECORD S$ER!ES DUPLICATED ELSEWHERE? (f yes. specify agency or office)

. o Yes G No
.{2//3{ ijf/ :
15. ACCESS RESTRICTIONS (If yes, cite low(s) & repuiation(s) 16, AUDIT REQUIREMENTS
O Yes e N a None o élaie O Federal O independent
17. 1S AN INDEX SYSTEM USED? (I yes. explain brielly and 18, RECOMMENDED RETENTION
describe any hardware/sollware)
o Yes O No
19. NAME AND TITLE OF PREPARER 20, TELEPHONE NUMBER 21. DATE
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15. ACCESS RESTRICTIONS (If yes, cite low(s) & reguiations) | 16. AUDIT REQUIREMENTS
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